
 
 

HRMS Garnishments 
Create Garnishment–Writ 

This procedure is used to create a 60 days writ of garnishment.   

1. Enter transaction code 
“PA30” and click the  
Enter icon. 

 
  
2. Follow steps 1-4: 

 

   

Garnishments InfoTypes: 

0194–Garnishment Document 

0195–Garnishment Order 
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Create Garnishment–Writ (cont.)  

3. In the Start field, enter 
the first actual check date; 
in the to field, enter 60 
calendar days from the day 
of the AGO’s stamp. 

 

  
4. Enter the Case no. on 
the writ garnishment. 

 

  

Tips: 
• To calculate the 60 days effective period and the payroll period: Add 60 calendar 

days from the day of the AGO’s date stamp.   

• The total “effective period” includes the day the writ was served, plus the next 
60 calendar days. 

• For further clarification on the 60 day calculation, contact the AGO. 
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Create Garnishment–Writ (cont.)  

5. Select the legal Status 
from the drop-down menu.  

 

  
6. Enter the received date 
located on the stamp from 
the Attorney General’s 
Office. 

 

  
7. Enter the Priority 
number to establish the 
order garnishments will be 
deducted from payroll.  

 
  

Example: If one is for child 
support and another is for a writ, 
then both should be assigned the 
priority of “01”.   
 

Status Option Definitions & Shortcut Numbers: 
01= Active–Document is active. 
02= Pending–Document was suspended by order or the originator. 
03= Inactive–Garnishment was repaid in full, but not yet released by the originator. 
04= Release–Garnishment has been paid in full and notification from the court/ creditor has been 

received by the agency. 
05= Re-activate for refund–Garnishment has been reactivated for the purpose of refunding excess 

garnishment wages to the employee. 
06= Rejected–Garnishment was issued, but employee no longer works for the agency. 
07= Bankrupt–Garnishment is no longer applicable because the employee has been declared 

bankrupt. 
 

Important: If there is no AGO 
stamp, contact the AGO for 
further assistance.   

Example:  
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Create Garnishment–Writ (cont.)  

8. Using the drop-down 
menu, select the 
Jurisdiction where the 
employee is employed. 

 
  
9. In the Category field, 
use the drop-down menu 
and select “Writ” or enter 
“W”.  

 

  

Category Options: 
Creditor/Court (C) Wage assignments.  Examples: educational loans, court orders, bankruptcy orders. 
Federal Tax (F) Federal delinquent tax levy. Example: levy. 
Federal Non Tax (G) Federal garnishments that are not tax related. Example: student loans. 
State Tax (T) State delinquency tax. 
Support (S) Child support, spousal support, and alimony.   
Voluntary (V) Employee’s written consent to transfer future wages to a third party. 
Writ (W) 60 days writs of garnishment. Examples: writ of garnishment for continuing lien on earnings and 
writ of garnishment for non-continuing lien.  
Federal Tax Notification (N) Federal tax notice of payment agreement. 
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Create Garnishment–Writ (cont.)  

  
10. The Vendor will auto 
generate for a writ, with 
vendor number 9999999. 

Click the          Enter icon 
and then click the         
Save icon, and the 
garnishment order will 
appear.  

 
  

11. For Rule Non-
Exempt, select the 
appropriate description of 
rules; the entry will always 
be 000.  

 

  
12. For the Initial 
Balance field, enter the 
balance provided on the 
writ garnishment.   

 
If no balance is provided, 
leave this field blank. 
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Create Garnishment–Writ (cont.)  

13. In the Deduction 
Value, always enter 25.00, 
which represents 25%.  

Using the drop down 
menu, change the 
Deduction Description to 
“percentage of net.” 

Click the          Enter icon 
and then click the         
Save icon.  
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